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DELIVERING AN ONLINE WORKSHOP 

 

This guide sheet will help you prepare and plan for an online workshop or training session. 

 If you need any further support in addition to this guide, please contact connect@growbiz.co.uk. 

If you would like to attend other GrowBiz events, you can find details here. 

PART 1: INTRODUCTION 

Although the content for a face-to-face training session will be similar to one delivered online, starting your session 

will be different.  You need to consider how participants will be able to connect with you and how they can introduce 

themself to you and to others.   

GETTING STARTED 

Make sure you familiarise yourself with whatever online platform you are using (e.g. Zoom or Microsoft Teams) and 

have easy access to the resources you will be using, such as a PowerPoint, templates, screen share materials etc.  

You also need to have the technical know-how to be able to help people connect to and participate in your session 

e.g. 

• how to connect to audio, test speaker and microphone etc.  

• how to mute / unmute 

• how to use the chat feature 

• how to ask questions (e.g. in chat, unmuting, hands up etc.)  

  

mailto:connect@growbiz.co.uk
https://www.growbiz.co.uk/events
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ONLINE TOOLS 

Instead of using flipcharts, post-it notes and whiteboards etc. as you would in a face-to-face learning session you need 

to think about how you could use the online tools available.  Different platforms will have different tools and the paid 

version is likely to have more features than the free version.  For example, using Zoom you could think about using; 

• Polls 

• Annotate box (when screen sharing, your screen can be annotated in a variety of ways) 

 

 

• Breakout rooms  

• Video on / off 

• Share Screen (see below) 

 

 

 

 

 

 

 

 

 

 

WHAT TO CONSIDER BEFORE YOU START  

As you prepare for your session, you need to consider the environment that you will be working in by considering; 

• Your surroundings 

• Tools you need 

• What to avoid 

The Before Your Start template may be of help at this stage of your planning   

1.%20Templates/1.%20Before%20you%20start.docx
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WHAT MIGHT GO WRONG AND WHAT CAN YOU DO ABOUT IT?  

You hope that nothing will go wrong before or during your workshop, but you do need to consider what might go 

wrong and what you could do to resolve this, for example; 

• Participants – shy? uncomfortable? talk too much? don’t want to talk? group dynamics not working? 

• Time – running out of time? too much time and not enough content? 

• Technical issues – participants getting connected? problems with sound or camera? planned sections not 

working? (e.g. Zoom breakout rooms) 

It is important to think about the 3 P’s 

PLAN  

 PRACTICE 

 PREPARE PLAN B 
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PART 2: PLANNING  

Before you start designing your course, you need to consider other aspects of your session such as what the learning 

objectives are, if it’s free or paid course and how you will market it. 

PLANNING POINTS 

A helpful template to use is the Planning Points one.  Below is an example of how this learning session was planned 

with additional notes added (in red text), with aspects of your workshop that you should think about. 

PLANNING POINTS 

TOPIC Delivering an online workshop or training session  

OBJECTIVE (S) / 
LEARNING 
OUTCOME 

To  

• have the tools and knowledge to plan a workshop or training course  

• to use planning templates to help prepare and deliver an effective 
online session  

COURSE  
LENGTH 

1.5 hours  

AUDIENCE 

Likely that participants will not know each other, but familiar with Growbiz 
and either have a business or in the process of starting one up.  Assume 
there will be people who are trying to bring their business online for the 
first time  

PAID OR FREE 
PARTICIPATION 

Free –  is there a follow on (paid) course, longer?  
How much are you charging?  How do people pay? Do you have PayPal, 
online facilities e.g. Worldpay, card reader etc.  

PLATFORM USED 
– TECHNICAL 
KNOWHOW 

Zoom –  need audio and video connection, text chat, screenshare, text tools, 
Yes/No responses.  Breakout rooms.  

HOMEWORK / 
PRE-SESSION 
CHECK LIST ETC 

Email out templates prior to session  
1.  Before you Start  
2.  Planning Points  
3.  Ideas Sheet  
4.  Workshop Content  

PARTICIPANT 
EQUIPMENT 

Device to access zoom / Internet connection / access to templates if 
possible 

PROMOTING 
YOUR 
WORKSHOP 

Facebook, Instagram, LinkedIn or other social media  
Email Marketing / MailChimp / existing customers?  
Through your website? 3rd party platform e.g Eventbrite? 

CERTIFICATE OF 
COMPLETION 

Not necessary but can give credibil ity to your workshop –  do you need to 
design one? How? Publisher, Word?  
Will it be printed and posted? Downloaded? Professional?  

COURSE 
CONTENT 
(OUTLINE) 

• Introduction 

• Part 1 –  What to consider  

• Part 2 –  Planning points  

• Part 3 –  Workshop plan 

• Summary 

1.%20Templates/2.%20Planning%20Points.docx
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IDEAS 

Now is the time to think about the content that you want to put into your learning session. It is likely that you will 

have lots of things that you want to share with your participants.   

Brainstorm your ideas and write them down in any order.   You will be able to refine and arrange your ideas later.   

You might want to use our Ideas Sheet to do this, but anything will do for this part of your planning so long as you 

write down / type your ideas somewhere! 

 

 

 

 

 

 

 

 

As you think about your content, you should also think about how you might deliver each section.  Here are some 

suggestions; 

TELL/EXPLAIN This is when the trainer talks to the group, often whilst using slides 

DISCUSS Where the trainer asks questions to facilitate a group discussion 

GROUP WORK Where the trainer sets an activity to be carried out in small groups 

PAIR WORK As above, but in pairs 

INDIVIDUAL 
WORK 

Asking the individuals to reflect on previous experience and make notes, complete 
worksheets / templates etc. 

QUIZ A useful recap tool.  Don’t embarrass anyone by singling them out to answer 

PRACTICE 
Invite participants to have a go at something, in a safe way so they can make 
mistakes 

DEMONSTRATION Show the learners how to do something 

THINK ABOUT WHAT WILL WORK BEST IN AN ONLINE SESSION  

  

1.%20Templates/3.%20Ideas%20Sheet.docx
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PART 3: WORKSHOP PLAN 

The next thing to do is to create your workshop plan.  At this stage you need to consider how your course is going to 

run and what your timings are.  This takes time but the more detailed your plan is, the easier it will be to deliver your 

course 

TIMING 

It is really important to think about how much time you have allocated to your course and how long each section will 

take.  When delivering your workshop online, you also need to consider technical issues that might occur. 

You should; 

• Allow time at the start for introductions and technical 

issues 

• Allocate the longest time for the most important 

sections 

• Practice your timings – realistically, how long will each 

section take? 

• Leave time at the end for questions and next steps 

COMPLETING THE PLAN 

Our Workshop Content template can be used to plan in detail how your session is going to run.  You need to think 

about 

• The order (or PP slide number) for each section 

• What is in each section 

• What exactly you are going to do and the order you’re going to do it 

• How you plan to deliver each section of the session 

• How long you will spend on each section 

Order Section Description Method Time 

1 Introduction • Welcome 

• Purpose of GrowBiz 

• GrowBiz services 

• Introductions 

• Gather information on previous 
experience 

 
 
Wheel graphic 
Pairs 
Poll 

15 mins 

2 Part 1 Design, through discussion and whiteboard a 
checklist of things you need to ensure success 
 
e.g back drop, space, items on screen if 
sharing, appearance, personal habits, 
organisation etc. 

Breakout Rooms 
 
Group discussion – 
feedback to 
whiteboard 
 
Save to distribute 
after session 

 

1.%20Templates/4.%20Workshop%20Content.docx
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END OF WORKSHOP 

It is good practice to  

• Re-cap on what you have covered 

• Leave time for questions 

• Distribute learning materials (if an online session, do you have participants’ email addresses?) 

• Let participants know if further support is available 

• Inform participants of future / linked courses 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

FURTHER SUPPORT 

Please contact connect@growbiz.co.uk  or via the contact form  if you have any questions.  

Alternatively, phone our office on 01828 627790. 

Information on GrowBiz can be found on our website at www.growbiz.co.uk or via our Facebook page . 

 

mailto:connect@growbiz.co.uk
https://www.growbiz.co.uk/contact
http://www.growbiz.co.uk/
https://www.facebook.com/growbizperthshire

